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Introduction 


SuperCalc offers super-powered spreadsheets, flexible charting, 
and data analysis capabilities in one easy-to-use package. This 
dynamic productivity tool provides for almost unlimited business, 
financial, engineering, and scientific applications. 


Up and Running is divided into two parts. The first section 
focuses on building a spreadsheet and charting the data. The 
second section explains some data management techniques and 
how to use multiple spreadsheets. 


The Tutorial disk offers an on-line introduction to SuperCalc. 
You'll find it especially helpful when first learning SuperCalc. 


Setup Procedures 


If you haven't already installed SuperCalc on your hard disk 
system, make a new directory using DOS MKDIR. (We suggest 
you name this directory CALC.) Using the DOS COPY command, 
copy all the files from your SuperCalc diskettes into that new 
directory. 


For more assistance with installation, refer to Chapter 1 of the 
User's Guide. 


Getting Started 


Once SuperCalc is loaded on your hard disk, change to the 
appropriate directory, type SC5, and press Return (labeled Enter 


or on some keyboards). 
You'll see a screen with the SuperCalc version number and a 


copyright notice. When prompted, press any key and the screen 
changes to a blank spreadsheet. You're ready to begin! 
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Creating a Spreadsheet 


Creating a Spreadsheet 


The SuperCalc spreadsheet is a grid of cells which can contain 
words, numbers, labels, or the results of mathematical 
calculations. These cells are arranged in rows (numbered 1 to 
9999) and columns (lettered A through JU). The actual capacity 
depends on the amount of memory available. 


In the next several sections, you'll learn the basics of building a 
spreadsheet. But first, let’s construct an example to make the 
lesson more realistic. 


Assume you have a business producing promotional and 
entertainment events. You want to increase revenues in the most 
lucrative area of your business — weekend events — because 
they usually draw the biggest crowds and don’t require substantial 
additional overhead to produce. 


To test your strategy, you’ve scheduled a number of high-quality 


weekend events for the upcoming year. To monitor their impact 
on profits, you'll want to track those revenues separately. 
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Entering Data 


Entering Data 


As you proceed through this booklet, you'll enter information and 
select various menu options. But before you start let’s take a 
close look at your screen: 


Columns 


Prompt line 


Entry line 


| Status line 
> TENP1tal  — 


Width: 9 Memory: 319 Last Col/Row:A1 


[Bes line 
READY F1:Help F3:Nanes Ctrl-Backspace:Undo Ctrl-Break:Cancel 


First, you need to give the spreadsheet a descriptive name, such 
as Income Statement. The cursor should be in cell A1. Use the 
Arrow keys or press Home to move it to the top left corner of 
your screen, if it’s not already there. 


Now, type: 

Income Statement 
As you type, the letters appear on the entry line. You can use 
either uppercase or lowercase letters; it makes no difference in 
SuperCalc. If you make a mistake, use the Backspace key and 


retype the entry. You'll learn other ways to correct typing errors 
later. 
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Entering Data 


When the entry is correct, press Return to place the information 
in cell Al. It doesn’t matter if the text you are entering is wider 


than the cell; the entry can “spill” into the empty cells to the right. 


You'll learn how to widen columns later. 


Now, press Down Arrow to move down one row. Here’s what 
your screen should look like: 


Width: 9 Memory: 319 Last Col/Row:A1l 


READY F1:Help F3:Names Ctrl-Backspace:Undo Ctrl-Break:Cancel 


If the cursor does not move and a 2 appears on the entry line, 
press the Num Lock key. (With Num Lock on, the Arrow keys 
do not function and NUM appears near the lower right corner of 
the screen.) Delete the 2 with the Backspace key and press 
Down Arrow again. 


Now let's use a different cursor — the one on the entry line. 
Type: 


practice (do not press Return!) 
Press Home and watch the cursor jump to the letter p, then press 


End to move to the end of the word. You can easily edit text on 
the entry line. Now, press Esc to clear the entry. 
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Correcting Data Entry Errors 


Correcting Data Entry Errors 


SuperCalc lets you erase data entry mistakes with the /Blank 
command. 


For instance, if you pressed Return in the previous example by 
mistake, you can correct the entry by moving the cursor back to 
that cell with the Arrow keys. Next, type /B to activate the 
/Blank command (which erases the entry) and press Return. 


Getting Help 


When you are in SuperCalc, you can get on-line help anytime by 
pressing F1. This key displays a context-sensitive AnswerScreen. 
If you need more assistance, move the cursor around the related 
topics menu until you find the information you want and press 
Return. Press Esc to go back to your work. 


Here’s what an AnswerScreen looks like: 


Defining Ranges SuperCalc AnsverScreen 


SuperCalc turns on POINT mode whenever a range entry is required ina 
command path. Press Ë or an arrow key to turn on POINT node in a formula. 
E% in READY mode begins POINT mode from the current cell. 


Use the cursor control keys to highlight or point to the range you want. 

- The format of a range entry is first address: last address (Ex: C1:F1@). 

Change the first cell address by moving the cell cursor (pointing). 
Press EX or begin typing to change to EDIT node. 
Enter the range delimiter (, or :) to point to the last cell address, 
Type a period while pointing to the last address to rotate the range 
anchor clockwise (A6:D18 > D6:A1@ > D1B:A6 > A18:D6). Since you may 
specify a cell range in any order, each of these are equivalent. 


SuperCale normalizes the range to the upper-left: lover-right format, except 
within formulas and for named ranges. 


SuperCalc remembers certain ranges for appropriate slash commands. Once 
defined, that range is supplied when you use the command. Press El ESC to 
use the current cell as the anchor instead of the remenbered range. 


RELATED TOPICS: 
ESC=Return to SuperCalc F2 = How to use Help F3 = Help Index 
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Adding Words and Labels 


Adding Words and Labels 


Use the Arrow keys to move the cursor to cell B3 (where column 
B intersects row 3). Notice that these particular column and row 
borders are highlighted and that the status line displays the 
current spreadsheet name and cell address. 


Now, let’s name the columns so you can track weekend revenues 
on a quarterly basis. Using either uppercase or lowercase letters, 


type: 
Qtr 1 (do not press Return) 
and press Right Arrow to enter Qtr 1 into cell B3. 
The cursor automatically moves to cell C3. In addition to pressing 
Return, you can also use Arrow keys to place an entry in a cell, 


moving the cursor in the direction you want. 


Notice that the direction indicator on the status line is pointing 
right. Type: 


Qtr 2 
and press Return. The cursor moves to the right. 
Now, add the other time periods, pressing Return after each 
entry. You'll notice that the cursor then moves one cell to the 
right. Enter: 

Qtr 3 in cell D3 


Qtr 4 in cell E3 


Year in cell F3 
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Adding Words and Labels 


Here’s what your spreadsheet should look like: 


Qtr 1 Qtr 2 Qtr 3 


ee || 
TENP1?G3 
Width: 9 HNemory: 318 Last ColYRow:F3 


READY F1:Help F3:Names Ctrl-Backspace:Undo Ctrl-Break:Cancel 


Learning Some Shortcuts 


Now that you're getting the hang of it, let's try something new. 
Press the function key F5 (the Goto key). (Ignore the G3 in the 
entry line which indicates the currently highlighted cell.) Type: 


B4 (do not press Return yet) 
You'll see 5>=>B4 on the entry line. The 5> means the cursor is 
positioned at the 5th space on the entry line. The => means go to 


the cell specified, and displays when you press F5. Press Return 
to go to cell B4. 
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Learning Some Shortcuts 


Here’s another time-saving feature. While you are in cell B4, use 

the repeat key (the apostrophe) and a hyphen (-) to underline the 

text in row 3. This makes the text repeat itself as far to the right 

as it can advance until it encounters a cell with something in it. C | 


Type: 


and press Return. 


Now, cut off the underline at column G. The End key, in 
combination with an Arrow key, takes you to the last occupied 
cell in the direction the Arrow key is pointing. Press End, then 
press Right Arrow twice to advance to cell G4. 


Next, enter an apostrophe (’); that is, type the apostrophe and 
press Return. You've just filled cell G4 with blank spaces and 


the repeating text stops. 


Here’s how your screen should look: = 


GE RER CHE DER EEE 1000300 JUECES (UN ea 


Al 
Income Statement 


eee ee 


> TEMP1?H4 
Width: 9 Memory: 318 Last Col/Row:G4 
4 > 


READY Fi:Help F3:Nanes Ctrl-Backspace:Undo Ctrl-Break:Cancel € 
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Entering Numbers and Formulas 


Use Goto to advance to cell A5 (press F5, type A5, and press 
Return). Type: 


Revenue 
and press Right Arrow. 


Now, let’s enter some hypothetical revenue figures to make the 
example more realistic. In B5, type: 


25000 
and press Return. 
Although this is a dollar amount, you must enter it without the $ 
or comma. (Later, you can format your spreadsheet with dollar 
signs, cents, and commas. Refer to Currency Symbols in Chapter 
7 of the User's Guide.) 
Now, fill in C5. Type: 

20000 


and press Return. Do the same in D5 with 35000 and in E5 with 
25000. 


In column F you'll want the total annual revenues, so in cell FS, 


type: 
SUM(B5.E5) 
and press Return to see the total: 105000. 


SUM is a SuperCalc function that adds all cells in the specified 
range. To specify a range of cells, use the following form: 


First cell location.Last cell location 
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Entering Numbers and Formulas 


The first cell location should be the upper left cell of the range. 
The last cell location is the lower right cell of the range. For 
example, the range B5.E5 includes cells B5, C5, DS, and ES. 
You'll see the total displayed in cell FS. 


If your formula was entered as text, you made a mistake. Use the 
Arrow keys to move to cell F5, type /B (the /Blank command) 


and press Return. 


Here’s what your screen should look like: 


LESER TE SS SG ER TE SS See ee (em 


ncone Statement 


TENP11G5 
Width: 9 Memory: 318 Last Col/Rou:C5 


4 
READY F1:Help F3:Names Ctrl-Backspace:Undo Ctrl-Break:Cancel 
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Changing the Format 


Before making format changes, let’s move to cell AG so you'll be 
ready for the next entry. To get to cell AG, either move the cursor 
with the Arrow keys (press End, then Left Arrow, then Down 
Arrow) or use Goto (press F5, type A6, and press Return). 


Now, widen the columns to leave more space between entries. 
Type: 


/ 


and the SuperCalc commands display near the bottom of your 
screen. These commands let you change your spreadsheet and 
produce charts. 


As you move the cursor (with Arrow keys) over each command, 
an explanation appears on the help line, along with the indicator, 
MENU, which tells you that you are currently in the menu rather 

than the spreadsheet. 


To select a command, either press Return or type the first (or 
capitalized) letter of the command. 


Now, let’s adjust the format. First, widen the columns to 12 
characters (type only the boldfaced letters — SuperCalc fills in 
the rest). After the /, type: 

Format, Global,Width (do not press Return) 
Press Right Arrow 3 times slowly to increase the width from the 
default size, 9 characters, to 12. Watch the columns expand. 
When the entry line shows the width as 12, press Return. 
Next, move the text entries in row 3 to the right side of the 
column to improve the appearance. This is called right 
justification. As you type the following, be sure to type the 
comma after 3: 


/Format,Row,3,TextRight 


and press Return. The text in row 3 is now right-justified. 
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Changing the Format 


Your screen should look like this: 


25888 195888 


l 
mp e 
Vos Ih 


Al 


+ TENP1tA6 
Width: 12 Memory: 318 Last Col/Row:¢S 
1> 
READY F1:Help F3:Nanes Ctrl-Backspace:Undo Ctrl-Break:Cancel 


Filling In the Gaps 


To make the example even more realistic, let’s add a few more 
entries. Since your cursor is already in cell A6, type: 


Costs 
and press Right Arrow. 


In this example, let’s assume your costs average a straight 60% of 
revenues for the year. In B6, type: 


60%B5 


and press Return. 


To calculate the quarterly impact, you could enter a formula in 
cells C6, D6, E6, and F6. However, there’s a much easier way! 


Type: 


/Copy,B6, (be sure to type the comma!) 
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Filling In the Gaps 


Instead of typing the destination range (C6.F6), let SuperCale do it 
for you automatically. The cursor location, C6, displays on the 
entry line. Notice the POINT indicator near the lower left corner 
of the screen. This means SuperCalc is ready for you to “point” to 
the target range. 


Since C6 is the first cell in that range, type a period (.); this 
period becomes a colon on the entry line, and C6 displays on 
both sides of it. The period or colon tells SuperCalc that the first 
cell of the range has been entered (or “anchored”) and that you 
are ready to point to the last cell. Use Right Arrow to move to 
FO. 


The range is now highlighted in the spreadsheet and C6:F6 
appears as the destination range on the entry line. 


Next, press Return. A value representing overhead costs is filled 
in for all quarterly periods and for the year. SuperCalc adjusts the 
cell references as it copies. 


If you make a mistake while pointing, press Esc to stop. When 
POINT is on, the Arrow keys move the cursor and display the 
current cell on the entry line. (The POINT indicator nn 
turns off when you press Return.) 
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Filling In the Gaps 


Here’s what your screen should look like: 


Mi C | D- Eoo ee 
Incone Statenent € } 


jevenue 
osts 


> TENP11C6 Form=6B4C5 
Width: 12 Memory: 317 Last Col/Row:G6 
1> 
READY F1:Help F3:Nanes Ctrl-Backspace:Undo Ctrl-Break:Cancel 


Copying the Formula 

The next step is to check the formula on the status line. Move 

the cursor to E6. Notice the status line: the formula has 

automatically been adjusted to use E5, rather than B5 from the 

original formula. 

Now, move the cursor to cell A7 with the Arrow keys. Type: 
Profit 

and press Right Arrow. 


At cell B7, enter the following formula to subtract Qtr 1 Costs from 
Qtr 1 Revenue. Type: 


i 


and press Return. 
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Copying the Formula 


Here’s what your screen should look like: 


jevenue 
osts 


(40 

> TEMP1 °C? 

Width: 12 Memory: 317 Last Col/Row:G? 
+ 


EE TERU RAMA SAPEN ID TA Im 


Year 


195886 
63888 


READY F1:Help F3:Names Ctrl-Backspace:Undo Ctrl-Break:Cancel 


To copy the formula to the rest of the cell range, type the 
following (including the comma after B7 and the period after 


En): 
/Copy,B7,C7.F7 


and press Return. 
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Copying the Formula 


Here’s what your screen should look like: 


IM 


Incore Stat 


Form=C5-C6 


MP1?C? 
Width: 12 Memory: 317 Last Col/Row:G? 


1 
READY F1:Help F3:Names Ctri-Backspace :Undo Ctrl-Break:Cancel 


Saving Your Work 


Your spreadsheet is stored in memory but hasn't been saved on 
disk. If you were to turn off your computer now, your work 
would be lost. To save it, type: 


/Save 


You'll see TEMP1 on the entry line. This is the default name 
SuperCalc gives your spreadsheet until you name it something 
else. Type: 

WEEKENDS 


and press Return. 
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Saving Your Work 


The option, All, saves the entire spreadsheet. Since the option is 
already highlighted, just press Return again to save the entire file, 


If the prompt line displays three choices (Backup, Change, 
Overwrite) instead of All, it means that the file already exists. 
Type B to Backup the old WEEKENDS file. This procedure saves 
two versions — the original file, now called WEEKENDS.bak, 
and the new file, named WEEKENDS.cal. SuperCalc 
automatically adds .cal to the filename to designate it as a 
spreadsheet file. Then, press Return to select All. 


Charting Your Spreadsheet Data 


Now that you’ve created a spreadsheet, let’s view it as a chart. 
Use the default chart type, Simple-Bar, to compare revenues, 
costs, and profits for each quarter. 


First, display the /Graphics menu. Select: 
//Graphics 
Because the Simple-Bar chart is the default, all you need to do is 
enter the data. To specify which data you want to display in your 
chart, choose: 
Data 
The Chart Data and Options Menu displays with the cursor in the 
Series 1 Range field. (In /Grapbics, a field is an area of the 
screen where you enter or edit charting information.) Type: 
B5.E7 
and press Return to define the range for the bars. The R 
displayed means that your data has been defined Row-wise. For 


more information, refer to Chapter 12 in the User’s Guide. 


Press Esc to return to the /Graphics menu. To view your chart, just 
press F10. 


Up and Running 17 


Charting Your Spreadsheet Data 


Here’s what your chart looks like: 


You can choose from several chart types, including Line and Pie 
charts, to display your spreadsheet data graphically. And, with a 
graphics printer or plotter, you can plot a presentation-quality 
chart. 


Now, press any key to return to the /Graphics menu. 


Adding Titles, Labels, and Legends 


To finish your chart, you'll still need to add titles, labels, and a 
legend — an easy task! Let’s start with the title. Select: 


Labels, Titles 


The Title Definition Menu lets you add a chart title. First, you 
need to enter the top title and subtitle. 


Place the cursor in the Top Title 1 field and press F4 to return to 
the spreadsheet. Then, point to the title you want. Press Home 
to move to cell Al and press Return to go back to the Title 
Definition menu. 
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Adding Titles, Labels, and Legends 


A1 appears as the title in the Top Title 1 entry field. This is the 
cell that contains the words Income Statement. Press Down 
Arrow 3 times to reach the Subtitle 1 field. 


Type Super Center Gardens and press Return. Press Esc once 
to return to the /Graphics, Labels menu. 


Now, let's put an axis label under each set of bars displaying 
quarterly profit. Select: 


Axis-labels 


The Axis Labels Definition and Options Menu displays with the 
cursor in the X-axis Label Range field. Type: 


B3.E3 


and press Return. Press Esc to return to the //Grapbics, Labels 
menu. 


Before looking at the chart again, let's add legend labels for your 
final chart-building lesson. The legend labels identify the series 
in the chart and provide one label for each series. Select: 


Legend-labels 


The Legend Label Definition and Options Menu displays with the 
cursor in the Legend Label Range field. 


Press F4 to return to the spreadsheet. Use the Arrow keys to 
move to cell AS. Press period (.) to anchor the range. Use the 
Down Arrow key to move to A7 and press Return to define the 
legend labels range. 


To position the legend at the bottom of the chart, press Down 
Arrow once to get to the Position field. Press Return to open the 
Select window. Press Down Arrow again to highlight the option, 
Bottom. Then press Return to select it. 


Up and Running 19 


Adding Titles, Labels, and Legends 


Press Esc twice to display the main //Graphics menu and press 
F10 or Return (to select View) to see the completed chart. 
Depending on your graphics default settings, this is how your 
chart will appear: 


Income Statement 
nter Gardens 


El Revenue Mi Coste Mi Profit 


Now, press any key to clear the chart from your screen. 


Storing Your Chart 


To save the chart you just created, from the /Graphics menu, 
select: 


Name,Store 
You are prompted for a chart name. Type: 

WKNDBAR 
and press Return. Your chart is now saved in memory with the 
spreadsheet WEEKENDS. Now you can create additional charts 
or edit existing ones, if you wish. 
You can save an unlimited number of charts with each 


spreadsheet. 
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Enhancing Your Chart 


Enhancing Your Chart 


You can improve your chart by changing chart appearance 
options (such as adding grid lines) or by changing the scales, 
patterns, and colors. You can plot more than one chart on the 
same sheet of paper, and you can display your data using 
different types of charts. You can even present your chart in 
three-dimensional form! 


Revising your chart is as easy as revising a spreadsheet. For more 
about these and other charting features, refer to Chapter 12 of the 
User's Guide and Chapter 2 of the Reference Manual. 


Now, select Quit to exit the /Graphics command. 


An Immediate Response! 


Here’s an important SuperCalc feature that deserves special 
mention: When you change a number or formula, your entire 
spreadsheet adjusts instantaneously. And so do your charts. 


Let’s change some data in your example and see what happens. 
Try increasing Qtr 3 Revenue by $2000. Move the cursor to cell 
D5, type: 


37000 
and press Return. 
See how Qtr 3 Profit went from 14000 to 14800? What if your 
costs decreased in Qtr 4? Move the cursor to E6 and press F2 to 
find out. 
Notice that the mode has changed from READY to EDIT, 
indicating that you are editing the current cell entry. The contents 


of cell E6 (that is, the formula 60%E5) display on the entry line. 


Press Home to move to the 6 in 60, then type 5 directly over the 
6 to change 60 to 50. 
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An Immediate Response 


Now, press Return. The formula in E6 — now 50% of Revenue 
rather than 60% — affects the Income Statement: Profit has 
increased to 12500 in Qtr 4. 


To view your changes graphically, just press F10. Here’s what 
your screen should look like: 


Income Statement 
Super Center Gardens 


Our 2 Oir 3 


E Revenue M Coste W Profit 


Now, press any key to go back to the spreadsheet. 


Since you’ve made some changes to your spreadsheet, it’s 
probably a good idea to save it again. Press Home, then type: 


/Save 


and press Return 3 times slowly to backup and save all of your 
current spreadsheet file, WEEKENDS. 
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What You’ve Learned 


What You’ve Learned 


At this point you’ve already learned a lot — you can enter text 
and numbers, format your spreadsheet, and perform arithmetic 
calculations. You can create a chart, add identifying text, and 
save your work. 

These basics are used to build even the most sophisticated 


spreadsheets and charts. Now, let’s look at other ways you can 
use SuperCalc. 


Managing Your Data 
With SuperCalc, you can store and retrieve large quantities of 
data, easily and accurately. To demonstrate some of SuperCalc’s 
database management capabilities in your example, let’s create a 
calendar of events for a performing arts center. 
First, type: 

/Zap,Yes 


to clear your screen so you can begin a new spreadsheet. In Al, 
type: 


Super Center Gardens 


and press Return. Now, let’s make a short list of the upcoming 
spring and summer events. Move to cell A3 and type: 


Computing Faire and press Down Arrow 
Music Mania in A4 and press Return 
Sports Spectacular in A5 and press Return 


Keep It Comedy in A6 and press Return 
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Managing Your Data 


Next, let’s label the columns. Use the Arrow keys or Goto to 
advance to cell D2 (press F5, type D2, and press Return). Type: 


DATE € 
and press Right Arrow twice. In F2, type: 

EVENT 
and press Right Arrow twice. You are now at cell H2. Type: 

DAY 
and press Down Arrow. 


This is how your screen should look: 


III NINA NET I MINEN q IRA a ee 


Ii 
Super Center Gardens 


WEEKENDS ?H3 
Width: 9 Memory: 293 Last Col/Row:H6 


READY F1:Help F3:Nanes Ctrl-Backspace:Undo Ctrl-Break:Cancel CAPS 
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Managing Your Data 


Now, create a column of dates for the calendar. Type just the 
boldfaced letters and commas; SuperCalc fills in the rest: 


C //Data,Block (to create a block of data). 
D3.D60 (the range to place the data, and press Return) 
Date (the type of data you want to generate) 
Day (each date will increase by days) 
Date(5,1,89) (the starting date — May 1, 1989) 
and press Return three times slowly to accept the default 
increment and ending date. (Notice that when you select Day, 
the default TODAY appears after it on the entry line; this goes 


away as soon as you start typing Date.) 


You now have a column containing upcoming dates. Here’s what 
your screen should look like: 
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Saving Time With /Copy 


Saving Time With /Copy 


Let’s fill in the events for those upcoming dates using the /Copy 
command. Type: 


) 
/Copy,A3 € 


(which contains Computing Faire) and press Return. This chooses 
the event in A3 for copying. Then, enter the destination range — 
F3.F17 — where the event is copied to. Type: 
F3.F17 
and press Return. The first event (spanning the first 15 days of 
May) is in place. Now let's fill in the other events. (Don’t forget 
to type the commas after A4, A5, and A6.) Type: 
/Copy,A4,F18.F40 and press Return 
/Copy,A5,F41.F44 and press Return 
/Copy,A6,F45.F60, press Return, then Home € 


Here’s what your screen should look like: 
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Saving Time With /Copy 


Since you’ve added so much new data to your spreadsheet in this 
work session, it’s probably wise to save your work. Type: 


/Save,GARDENS,All 


Notice that WEEKENDS was the default spreadsheet name until 
you typed GARDENS over it. 


Putting Formulas To Work 


With your calendar of upcoming events at Super Center Gardens 
complete, you can now determine which ones fall on weekends. 


First, you need to convert the dates in column D to days of the 
week. A handy SuperCalc function does the work for you. Press 
End, Right Arrow, then Down Arrow twice to advance to cell 
H3. Type: 

WDAY( 


then press the Left Arrow key four times to advance to cell D3. 
Type: 


) 


then press Return to enter the formula. SuperCalc lets you point 
to the range when entering a formula. 


This function places the weekday number (2) in cell H3. The 
date 5/ 1/89 falls on a Monday, the second day of the week. 


Now, let’s copy the formula down the column. Watch this 
convenient SuperCalc feature in action! Type: 


/Copy,H3,H4.H60 


and press Return. Press Home. 
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Putting Formulas To Work 


Here’s how your screen should look: 
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As the formula is copied, the cell reference (D3 in the formula) 
adjusts to reflect the current row — exactly as you'd expect! (You 
can also copy a formula so that it won't adjust, if you prefer.) 


As you look down column H, you'll see the Saturday (Day 7) and 
Sunday (Day 1) dates. However, wouldn’t it be easier to see 
these weekend events if they were consolidated and moved to 
another area of the spreadsheet? SuperCalc lets you do just that! 


Extracting Just the Data You Need 


Let’s find and copy the events which occur on Saturdays and 
Sundays to a separate area of the spreadsheet. 


First, you need to tell SuperCalc what information to extract. 
Advance to cell I2 by pressing these keys: 


Down Arrow, End, Right Arrow, Right Arrow 


28 SuperCalc 


€ 


Extracting Just the Data You Need 


Now, type: 
DAY 
C and press Down Arrow. Type: 
7 in cell 13 and press Down Arrow 
1 in cell 14 and press Return 


Use End ‚then Up Arrow, then Right Arrow twice to advance 
to cell K2. Type: 


DATE 


and press Right Arrow twice slowly. In cell M2, type: 


EVENT 


and press Return. Now, you’re ready for SuperCalc to locate the 
C information. Type (only boldfaced characters and commas): 


//Data (the Data command) 


Criterion,I2.I4 and press Return (the range defining the data 
you’re looking for) 


Input,D2.H60 and press Return (the range that contains all | 
your information) | 


Output,K2.M20 (the destination for the selected information) 
and press Return. Next, choose: 


Extract 
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Extracting Just the Data You Need 


SuperCalc locates each event occurring on Days 7 or 1 and copies 
it to the specified area of your spreadsheet so you can view the 
weekend events more easily. 


Here’s what your screen should look like: 
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Input Criterion Output Find Extract Unique Select Remain Delete 
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MENU Leave ¢/Data menu 


To exit from the //Data command, select Quit (already 
highlighted) by pressing Return. 


You’ve made all the changes you need for this spreadsheet, so 
let’s save it before moving on. Press Home, then type: 


/Save 


and press Return 3 times slowly to backup and save all of your 
current spreadsheet file, GARDENS. 
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Working With Multiple Spreadsheets 


Working With Multiple Spreadsheets 


So far, you’ve created the spreadsheet WEEKENDS, which 
contains your Income Statement and a chart (WKNDBAR) of those 
figures, and the spreadsheet GARDENS, which displays your 
calendar of events for the performing arts center. 


Let’s assume you want a report which includes both the Income 
Statement and the upcoming weekend events at Super Center 
Gardens. With SuperCalc, it’s easy to access information from 
separate spreadsheets. 
First, press: 

CtrEReturn 
to replace your current spreadsheet on-screen with a new one. 
Your former spreadsheet is stored in memory. To load an 
additional spreadsheet, type: 

/Load 
Then, type: 

WEEKENDS, Replace 
If SuperCale can’t locate your file, the File List displays. Press Esc 
to edit the drive and directory location where the file might be 


found. 


Now, let's look at WEEKENDS and GARDENS, side by side. 
Type: 


//Spreadsheets,Display,2 


You now have both spreadsheets visible on-screen. 
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Creating a Report 


Creating a Report 


To summarize our findings, let’s add a report notation to the 
spreadsheet WEEKENDS. Type: 


/Justify,Word-wrap (the text entry command) 
Range,A10, 


Width,40 and press Return and then Go 


Check to make sure that the entry line is empty, then type the text 
for your report notation. Without pressing Return, type: 


As we have shown, generating optimal revenues 
depends on scheduling high-quality weekend events. In 
upcoming weeks during the spring and summer, four 
events will be featured on weekends. 


Now, press Return. Cell A10 contains the first 36 characters of 
the report text; the cells below will also contain text. Notice how 
the text spills over into columns B and C. 


Here’s what your screen should look like: 
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Press Return again to exit WRAP mode. If you made a typing 
mistake, move the cursor to the cell containing the error (A10, 
All, A12, A13, A14, or A15) and press F2. Now, correct your 
typing mistake, then press Return. 
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Linking Spreadsheets 


Linking Spreadsheets 


The first step is to place the list of events from GARDENS into 
WEEKENDS. Use the Arrow keys to advance to cell A17. Type 
the following formula (without adding any spaces) to create the 
link: 


GARDENS (name of the spreadsheet with the 
information) 
! (symbol for a delimiter, like period or 


colon, used to separate the 
spreadsheet/page/range) 


K3 (cell you want from the other 
spreadsheet)) 


and press Return. You've just entered a formula to let two 
spreadsheets share information. A17 displays the value of cell K3 
(5/ 6/89) in the spreadsheet GARDENS. (Notice that when the 
column has been widened, the full four-digit year is displayed.) 
Now, copy this formula to create additional links. Type: 


/Copy,A17,A18.A32 


and press Return to copy the dates. Then, move the cursor to 
C17, and type: 


GARDENS!M3 
and press Return to display Computing Faire from cell M3. Type: 
/Copy,C17,C18.C32 


and press Return to copy the events. The cell reference in the 
formula in cell C17 automatically adjusts as it is copied. 


You’ve now linked each cell in the WEEKENDS range to the 


appropriate cell in GARDENS. (You can toggle — that is, go back 
and forth — between the two spreadsheets by pressing CtrH-F6.) 
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Linking Spreadsheets 


Your spreadsheet data is ready for preparing a report, and your 
screen should look something like this: 
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p) 
To view more of the weekend dates and events, press PgDn. € 
When you're finished, press PgUp to return to the screen display 

shown previously. 
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Printing Your Report 


Printing Your Report 


To print your report, select: 
/Output,Printer,Range 
A10.D32 
and press Return. 
To view your report on-screen, select: 
Console 
and press Return to view the rest of the report. Press Return 
again. Now you're back at /Output, Printer. If your computer is 
hooked up to a printer, select: 
Go 
and your report will be printed. For more information about 


creating and printing reports, refer to Chapter 6 in the User's 
Guide. Select: 


Quit 


to return to the spreadsheet and press Home. 


What You’ve Learned 


In this section, you’ve learned how to manage your data with 
maximum efficiency so you can locate and extract just the 
information you need. You’ve also mastered some time-saving 
techniques for copying data. And you’ve seen how easy it is to 
combine data from different spreadsheets to create a report. 
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Other Super Features 


Other Super Features 


We can’t resist telling you about several other important features 
in SuperCalc. 


For starters, SuperCalc has a broad range of arithmetic 
capabilities, including a wide array of functions and operators. 
The auditing features in SuperCalc allow you to find and replace 
text and formulas, as well as to locate problem areas within your 
spreadsheet. In addition, SuperCalc offers macros to help you 
automate routine tasks, such as data entry. 


SuperCalc will search, extract, and sort data from your spreadsheet 
and consolidate any number of spreadsheets to combine the data 
into one master spreadsheet. 


SuperCalc supports several popular local area networks and includes 
automatic file locking. You can exchange data with other programs 
through /7mport and //Export. SuperCalc also offers international 
features such as international date and currency formats. 


You can also protect a range of cells against unauthorized changes 
and hide confidential information from being displayed or printed. 


Plus, there are fonts, lines, boxes and shades to dress-up your 
printed spreadsheet output. If you’ve created presentation charts 
with /Graphics, you can even send them by modem to the Com- 
puter Associates Graphics Service and receive overhead transparen- 
cies, slides, color photographs and laser prints the next business day. 


With SuperCalc, you don’t need to learn a spreadsheet program 
from scratch again. SuperCalc provides Lotus 1-2-3® menus so 
you can discover the power of SuperCalc while using the familiar 
Lotus 1-2-3 commands. 


We've only scratched the surface of SuperCalc's functions and 
features. Additional capabilities are introduced through examples 
in the Tutorial (on one of your SuperCalc diskettes) and the User's 
Guide. 
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Ending the Show 


Ending the Show 


To return to a single spreadsheet display, select: 
//Spreadsheets,Display,1 

To save both spreadsheets to disk at once, select: 
//Spreadsheets,Save 


Since you’ve already saved each spreadsheet, you will be 
prompted either to Backup or Overwrite. Select: 


Backup 


When you want to end the session with SuperCalc and return to 
DOS, select: 


//Spreadsheets, Quit, Yes 


Congratulations! You are ready to put SuperCalc to work on your 
own applications. 


Other highly-rated productivity tools are also available from 
Computer Associates. Why not give them a try? 
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